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Yes, the IBM Electric can handle a crisis—it turns out... 


sales - clinching The IBM Electric gives you the distinctive typing you 
and your boss can be proud of — always uniform no 
‘ matter what touch you use. 

typing ...ata In every way the IBM saves you energy and time: 
it requires 95.4% less “finger-effort” than a manual . . . 
it offers the exclusive IBM “Speed-Level” keyboard . . . 
and, most important, the IBM is the world’s simplest 
electric in design and operation—the most dependable 
in performance! Suggest a call to IBM today! 
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| ELECTRIC 
_ IBM TYPEWRITERS 


—OUTSELL ALL OTHER ELECTRICS COMBINED! 
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THE CASE OF THE 


YOUR GIRL FRIDAY 


. . and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here’s what was 
IN that HOT diary: 
**My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘“‘vision-engineered'’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary...” 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 


highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 


FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace”’. 


» hae — ” — oe Coens Mow! _ 


MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 
| want to see demonstrated the exclusive color 
/ harmony features of Panama-Beaver Products and 
AC! at the same time receive my FREE Panama-Beaver 
eraser, 

















Coast to Coast Distribution Name. 
Manrro.p Supputs Co. Seat 
19 Rector St. New York 6, N. Y. a ees 


COLORFUL INKED RIBBONS 


MERIDIAN EVR-FLAT CARBONS + EYE-SAVER UNIMASTERS LUSTRA 
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only the world's 
fastest electric 
gives you convenient 


HALF SPACING 


Easiest method of error control, 
Half Spacing is but one of a host 
of Smith-Corona exclusives that 
mean faster, finer typing. 

Other Smith-Corona exclusives: 


Page Gage— amazing device that 
eliminates the usual worry 
about end-of-page typing. 


Keyboard Contro!—all operating 
controls concentrated in 
the keyboard area. 


Plus: Air cushioned carriage return, 
four automatic repeat actions. 


Call your Smith-Corona 
representative for a demonstration. 


best business 
connection you ever made 







SMITH-CORONA ELECTRIC 
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Seek 
Outlets 
Train 
Yourself 


This seems to be the time for standardization in 
all walks of life. There is a movement on to stand- 
ardize the sizing of wearing apparel. If you are 
lucky enough to wear a size 12 dress, you will wear 
size 12 in all other articles of clothing. In like 
fashion, if you are a pleasing but plump 42, this 
sad fact will be repeated to you with every article 
you buy. 

Now, then, is an opportune time to set our stand- 
ards for the ideal secretary in our Association. 
Somewhere in our membership is one who is the 
epitome of the perfect secretary. She may be tall, 
she may be short; she may have the figure of Mari- 
lyn Monroe or the torso of a lady wrestler. She 
may be blonde, brunette or redhead; young or old. 
These physical attributes are unimportant if she 
has developed to a high degree all the raw mater- 
ials with which nature endowed her. She has made 
the most of her physical form and features by be- 
ing immaculate in both. With thoughtful study she 
has added to this freshness a becoming coiffure, 
flattering but subtle make-up, and she has learned 
the distinction of wearing clothes which are not 
only becoming, but more important, in good taste 
whatever the occasion. 

But the overall picture is a picture of personality. 
We are not looking for the beauty which is “skin 
deep.” We are looking for the beauty of all the 
human qualities attuned toward making life an in- 
teresting and wonderful thing for herself as well 
as all who come in contact with her. 

What she lacks in formal education, she can 
make up in on-the-job training and self-study. Be- 
ing the “Girl Friday” to an important business ex- 
ecutive is not always easy. This secretary must de- 
velop tact, patience and understanding in addition 
to the typing and shorthand skills learned in school. 
This tact and understanding, so vital in the office, 
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is also needed to become the ideal secretary in our 
Association. Poise and the ability to think and act 
quickly under stress are important attributes in this 
field. She must have developed her mind and her 
manners so that her whole personality offers an 
open door to life in all its joyous aspects. 

Standards have been set up by the SOTY Com- 
mittee. Have you found the answer to these stand- 
ards in your chapter? It is never too late for self- 
evaluation and the setting of new standards. Now 
is the time to raise our sights, if necessary. 

It is a good thing to have an ideal, or rather a 
goal. What you see in the Secretary of the Year is 
not the product of luck or fate or any particular 
blessing or talent. It is the ultimate of what you 
can make of yourself if you have the ambition to 
open the doors of training which are at hand and 
to seek those that fulfill your own particular des- 
tiny. The Secretary of the Year personifies this 
goal. She is merely the example of what you can 
do or the pattern, in a general way, for you to fol- 
low. It is a good pattern with rich rewards. The 
Secretary of the Year of The National Secretaries 
Association (International) is “So Much a Part of 
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Miss America of 1957, Marian Ann McKnight, urges support 
for the 1957 Crusade of the American Cancer Society. As 
America’s reigning Queen of Beauty, Miss McKnight will 


Se Sere ae ae tour the country, aiding the Society’s Crusade as her sched- 

ule permits. Fight Cancer with a checkup and a check. Give 

YOUR ASSOCIATION to the American Cancer Society, 521 West 57th Street, New 
BOARD OF DIRECTORS York 19, N. Y. 





BECAUSE THE BOSS JUDGES YOU by the letters you give him, isn’t it 


aggravating to have your typing skill frustrated by a ribbon that doesn’t do 

P you justice? This won’t happen if you use a SilKeeLox ribbon. And the one 
licitall 

| p p who receives a letter typed with a SilKeeLox ribbon will think well of the 


company and the man who sent it. 


But the attractiveness of your work is only one of several reasons for using a 
SilKeeLox ribbon. The fineness of the fabric which means better originals 
also means better carbon copies. The same fineness 
of fabric permits 50% more yardage on the spool— é‘ 
hence much longer wear and fewer 
e . 
ribbon changes. 
| 0 n S We suggest you try a SilKeeLox rib- 


bon... in just the degree of inking 





you prefer . . . and discover for your- 


self why this Silk ribbon by Kee Lox 
——_ 
Designed to is indeed the Ribbon of Ribbons. — 


> ——— VA 
make a good Distributed by Kee Lox branch offices in 
© i The Secretary: The First Lady 


major cities and by authorized dealers. of Industry and Commerce 


impression 
| KEE Lox, »-xuracrunine COMPANY | Dept. 15367 
: : Carbon Papers and Inked Ribbons Rochester 1, N.Y. 


st eee” OVER 50 YEARS OF GOOD IMPRESSIONS 











CERTIFIED PROFESSIONAL SECRETARY 
How widely recognized 1s CPS’? 





DOROTHEA L. CHANDLER 


Dean, Institute for 
Certifying Secretaries 





M ANY secretaries have asked the above ques- 

tion. I wish all of you might share some of 
the enthusiastic letters received during the last few 
months from employers expressing appreciation 
for the Institute’s letters notifying them that their 
secretaries had received CPS certificates in 1956. 
You would not need to read all of the letters or 
delve into the files from other years to know the 
employers’ pride in the achievement of their secre- 
taries. These letters bear the names of firms and 
services known as leaders in all sections of our 


country. 
One vice president wrote: “All of us are proud 
indeed of the fact Mrs. . . . has received her desig- 


nation as a Certified Professional Secretary. This is 
an award she well merits and I am sure she will 
always be a credit to your organization as she has 
been to ours during the almost 20 years she has 
been with us ... You may be assured our Company 
and I personally feel fortunate indeed to have as 
one of our associates the young lady who 

through her own efforts, has qualified as a CPS .. .” 

A division manager of one of the world’s best- 
known companies wrote: “Thank you very much 
for your letter . . . with its exciting news of Miss 

. ’s successful completion of the CPS examina- 
tion. We are all indeed very proud of her accom- 
plishment.” Accompanying his letter was the com- 
pany paper with a three-column spread devoted to 
a picture of the new CPS with her employer and 
a well-written story about industry's need for the 
better-than-average secretary, the NSA program, 
the CPS examination, and comments from the CPS 
secretary. Also pictured and given recognition for 
working toward a degree at night was another sec- 
retary who had attained her CPS previously. 

In two other letters representing cities thousands 
of miles apart, the employers indicated that the 
personnel files would keep the notifications as a 
part of the permanent records for the CPS em- 
ployees. One of the employers commented: “You 
must realize that her achievements have made me 
very happy and I consider myself most fortunate 
in having a girl of her ability to assist in the im- 
portant work carried on in this office.” 

A man in a responsible governmental position 
said: .. . “We like to encourage our staff members 


to participate in activities which will lead to a self- 
improvement. On the basis of my observation of 
Miss . . .'s experience I believe that the CPS pro- 
gram offers secretaries an excellent means of secur- 
ing top-notch training in not only the fundamen- 
tals but also the broader aspects of their profession. 
I found that the work Miss . . . did in preparing 
for the examination definitely contributed to her 
day-by-day efficiency on the job.” (par.) “I wish 
to commend the Institute for Certifying Secretaries 
and The National Secretaries Association on the 
promotion of the CPS program. I heartily agree 
with the executives and secretaries who have ex- 
pressed the opinion that when our secretaries raise 
their professional standards we all profit!” 

Another employer expressed his appreciation of 
the notification and continued: . . .“Of course, I 
have been interested in this project for several 
months, and all of us in the office here are quite 
proud of Miss . . .’s achievement in this field. We 
believe that her progress and success will inspire 
many others to undertake this excellent program 
for professional improvement. She . . . was well 
qualified for the work when she came here. Never- 
theless, she has continually applied herself to fur- 
ther study and improvement.” Then he expressed 
regret at having had to miss the CPS presentation 
dinner which another company representative at- 
tended and enjoyed! 

The president of a well-known company said: “I 
am impressed with Miss . . .’s accomplishment— 
even more impressed with the fact that she dem- 
onstrated the initiative to seek this distinction and 
the capacity for long hours of study which were 
required.” 

A vice president whose name would be familiar 
to many people wrote: . . .“We, of course, are very 
proud of having Miss .. . in our organization, part- 
ly due to her exceptional ability and long years of 
experience but most particularly to her initiative 
in studying for and passing the examination, mak- 
ing it possible for her to become a Certified Pro- 
fessional Secretary.” (Par.) “I want to extend my 
congratulations to your organization on the fine 
work it is doing in making it possible for so many 
of our better qualified secretaries to become more 
proficient in their profession.” 


(continued on page 10) 
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olivetti 








The Olivetti Lexikon is a true original, in 
the pleasing simplicity of its lines, in the 
“gentled” key action that cushions your 
fingers, in the satisfying look of letters you 
type on it. The Olivetti Lexikon Electric 
is equally special, in the way it looks 
(handsome) and the way it works (heav- 
enly). Wouldn’t you like to try a Lexikon? 
See your local Olivetti dealer. Olivetti 
Corporation of America, 580. Fifth Ave- 
nue, New York 36, New York. 








(continued from page 8) 

A representative of a company with a widely 
known trademark replied: . . .“I know from other 
members of The National Secretaries Association 
the high degree of efficiency and personal qualities 
which are required to become a Certified Profes- 
sional Secretary, and I am not surprised that Mrs. 
. .. was able to make the grade.” 

As proof that there are opportunities for the sec- 
retary who is prepared to take them, here are the 
words of another president of a large company: 
. . “She has considerable natural ability and the 
stimulus which her application for the certification 
has given her has been apparent in her work. She 
is developing rapidly in her ability to take over 
many of the administrative details of this office . . .” 

A CPS SPEAKS. “If all these secretaries only 





knew the experiences they might have, surely they 
would crowd the examining centers. I wouldn't 
take anything for what CPS has given me. From 
the time I was accepted as a candidate, I have been 
learning and doing things—and expect to continue. 
Someone made a statement that attaining the CPS 
title is only the beginning. How true!” 
* * * 

Many of you will take the CPS examination 
within a few weeks. The spring weather will bring 
the usual distractions! It may be necessary for you 
to use stern self-discipline to utilize your time 
effectively! A worthwhile goal is seldom attained 
without some temporary inconvenience. (Be sure 
your system of taking dictation is in top condition 
ready to meet the demands of unfamiliar material 
in strange surroundings! ) 





C. C. LAVENE 
Member, CPS Insti- 
tute, and Engineer- 
ing Div. employment 
manager and staff as- 
sistant to vice prest- 
dent - Engineering, 


Douglas Aircraft Co. 


Be 
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LET'S SELL CPS 


Proczess of secretaries is one of your most cher- 

ished hopes, and one of the best ways to 
achieve your goal is through CPS. Progress poten- 
tial, to me, is that quality which causes a person 
subjected to favorable environment to gravitate 
readily upward. Inexplorably she progresses. Out- 
standing examples of people who are already suc- 
cessful in the secretarial profession spring to our 
mind but perhaps our immediate concern is not 
with them. It is with the many thousands of young 
women who will enter the business field following 
graduation from college, business school, junior 
college or high school. 

Many secretaries develop progress potential the 
hard way—on the job. Building of this progress 
potential can be laid much earlier. Educators, In- 
dustry, NSA and other organizaticas such as NSA 
can help equip student secretaries to grow on their 
jobs. Yours is the “opportunity to help younger 
business women secure an education which will fit 
them for secretarial professions.” The quote, as you 
will recognize, comes from your NSA Policy and 
Procedure Manual! 

My position as Engineering Employment Man- 
ager in a large corporation vitally in need of engi- 
neers and scientists makes me quite aware of the 
laws of supply and demand. The same shortage of 
well-trained, highly qualified personnel presently 
exists in your field of specialization. Today the 
Engineers Joint Council of Professional Develop- 
ment, the Institute of the Aeronautical Sciences, 
the Aircraft Industries Association, and the Ameri- 


can Society for Engineering Education, to name a 
few, are going all out in their efforts to encourage 
interest in the field of engineering and science at 
the high school level. You too can promote interest 
in careers as secretaries. Emphasize the need for 
secretaries—professional secretaries! 


The recent brochure, “Calling Professional Sec- 
retaries,” is excellent and should be given wide dis- 
tribution. NSA Chapters as well as individual sec- 
retaries can assure its distribution through business 
schools, colleges, high schools, public libraries, and 
to young careerists wanting to be secretaries. Take 
every opportunity to “give the word” to high 
school principals, teachers of business subjects, 
counselors, and students. Whenever possible, sec- 
retaries should speak to Chambers of Commerce, 
Kiwanis, Rotary, and other service groups as well 
as to the professional groups and women’s organ- 
izations. Maybe you think some of the women’s 
clubs might not want information about CPS and 
NSA, but remember the women have husbands 
who employ secretaries, daughters who may want 
to be secretaries, or they themselves may employ 
secretaries! 


Make your CPS literature and brochures avail- 
able to those attending conferences, conventions, 
and seminars. Even though the recipients may be 
a little remote from your professional objectives 
they can help you to promote the “professional” 
secretary. A case in point would be the College 


(continued on page 12) 
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Roytype business supplies — Products of 
Royal McBee Corporation, world’s largest 
manufacturers of typewriters 





How to make a great impression 


There are just three secrets. A fine typewriter. A 
fine ribbon. And fine carbon paper. (And, of course, 
you need an appreciative boss.) 

But you’ll find everyone appreciates the remark- 
able difference Park Avenue Silk Ribbons make. 
They’re so much sheerer the type gets closer to the 
paper. You get asharper “write.” 

They last longer, too, because of the extra yard- 
age. This means less ribbon changing for you. 


And when it comes to carbons, nothing matches 
Park Lane Plastic Back Carbon Papers. They won’t 
curl. Won’t smudge. Won’t leave feed roll marks on 
the copy. They always make a sharp impression. 
We won’t talk about typewriters because the 
chances are 2 to 1 you already have the finest—a 
Royal. So call your local Roytype Representative 
for the finest in ribbons and carbon papers today. 
He’s listed in the classified telephone directory. 


ROYTYP FF“ cesvon pavers... ritbon 


.. . quality supplies for all business machines, 





NEXT... 
CARBON PAPER RIBBON 


NOW... 
COLUMBIA’S 


EXECU-TAPE 





So clean you can 
see through it! 


The cleanliness of Execu- 
tape is demonstrated by 
this photograph. The 
transparency of the roll 
shows that the edges are 
free from the slightest 
trace of carbon, 


Execu-tape, Columbia's new ribbon for 
all carbon ribbon using typewriters, has 
created a new standard of excellence for 
executive correspondence. 

Typing by Execu-tape is the closest 
approach to real printing yet achieved! 
Amazingly uniform, distinguished, 
sparkling—impressions by Execu-tape 
are in a class by themselves. 

And not only does Execu-tape pro- 
duce the ultimate in executive corre- 
spondence, but it provides the perfect 
original for all copying processes. Five true- 
hue colors: Black, Green, Blue, Red and 


Brown. 


EXECU-TAPE 


COLUMBIA RIBBON & CARBON MFG. CO., INC. 


GLEN COVE, N. Y. 








(continued from page 10) 
Placement Association meetings held in seven areas 
of the United States each year—representatives of 
colleges and industry attend in about equal per- 
centage. Management club members, too, should 
be kept up-to-date on your progress and the goals 
you are establishing for future secretaries. 

Certain qualifications are desirable if young sec- 
retaries are to have the progress potential we want 
them to have. A few of these qualifications are 
aptitude, technical as well as practical training, 
ability to carry out a task once started, the objec- 
tivity to realize ideas are useful only when they 
can be applied (progress means evolution, not 
revolution), and a keen appreciation of teamwork. 
These qualifications can be developed. Sell your 
profession—vitalize it and believe in it. 

It was somewhat disappointing to me, a member 
of the CPS Institute, to see the low percentage of 
NSA secretaries who had taken the CPS examina- 
tion in comparison with non-NSA secretaries. I 
asked my own secretary as well as several other 
secretaries in our organization why so many secre- 
taries had made no attempt to qualify for the CPS 
examination. The answers were startlingly similar. 
Each was afraid she would not be able to pass the 
examination, i.e., “in a large corporation such as 
ours, the Company’s divisions are diversified and 
our jobs so specialized that many of us do not come 
into direct contact with areas covered in the exam- 
ination.” I have high regard for the individuals 
questioned but not for their reaction: Effort and 
desire seem interchangeable in this instance. Fail- 
ure to pass the examination does not mean lack of 
intelligence or the lack of desire to accomplish 
greater things. Whether one is a one-time, two- 
time or three-time testee, the desire is there. If it 
is, then you cannot only further your own interests 
but you can sell the CPS program as well, by taking 
the examination. 

The majority of you read, hear lectures and talks 
by your own members, educators, and bosses, and, 
I can add, form your own opinions of what makes 
one a secretary instead of a stenographer. My own 
thoughts are given mainly for the record and you 
have heard many of them from other persons. De- 
sirable qualities include: a desire for self-improve- 
ment through education, outside reading, and ex- 
perience; the ability to work well with, not for, 
her boss; the ability to lay out work for and to 
supervise the efforts of others; the realization that 
a secretary is in a position of confidence and acts 
accordingly; works “on her own” and does not 
need continuous supervision; knows her company’s 
organization and its policies; knows where to get 

(continued on page 31) 
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TOUCH...AND 


No more smudged fingers with REMINGTON 
RAND® carbon paper... That’s because of 
a ‘quiet revolution’ in its manufacture. 
What's more, it lasts and lasts, and gives 
you up to fifteen copies at one typing! 
The Remington Rand Laboratory of Ad- 
vanced Research developed an entirely new 
method of processing waxes, dyes and 
toners to give you these revolutionary car- 


bon papers. Old fashioned carbon finishes 
were “‘soft,’’ but soft carbon paper caused 
dirty hands and smudged copies. Up-to- 
date finishes by Remington Rand were cre- 
ated with you in mind—that means crisper, 


clearer, cleaner copies. 


Remington. Frand. 


DIVISION f PERRY RAND CORPORATION 


Free samples are yours for the asking. Write to Remington Rand, Room 1319, 315 Fourth Avenue, New York 10 





TD eked eee 


Here's why | ; 
i SK for2 
‘SEA FOAL BOLD: 
: for Lightweight : 
. SECOND SHEETS ! 






1 e More legible copies ~ 
each typing 
(I've made as many as 13 
copies at one typing) 


2. Easy to handle 


... files compactly 









For all its light weight, : 
SEA FOAM has the strength and 
body to stand up in the file. 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second sheets, say SEA 
FOAM to your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 
Dept. S-3 
BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 











TODAY'S WOMEN 


IN CIVIL DEFENSE 
Part Two 


by JEAN Woop FULLER, Director of Women’s Activities 
Federal Civil Defense Administration 





NE of the most posi- 

tive forces for the 
rapidly increasing partici- 
pation of women in the 
nation’s security through 
civil defense is the Na- 
tional Women’s Advisory 
Committee to the Federal 
Civil Defense Adminis- 
tration. 

Within this Committee, the vast knowledge, ex- 
perience, and skills of women leaders from many 
fields of endeavor are pooled for civil defense pre- 
paredness. From the annual meetings of the Com- 
mittee come the inspiration and direction that are 
building a trained force vital to America in time 
of emergency—whether it be brought about by 
enemy nuclear weapons or by natural disasters. 

The membership of the Committee includes 
prominent women from national organizations, 
professions, social and political groups, the diplo- 
matic corps, and other levels of high accomplish- 
ment. Yet, the common denominator of the Ad- 
visory Committee is basic to women everywhere: 
protection of home and family. 

That civil defense has become a modern, dy- 
namic way to fulfill this traditional duty of women, 
is due in large measure to the work of the Com- 
mittee members and special advisors. We are deep- 
ly indebted to them for today’s volunteer prepared- 
ness; for many outstanding civil defense accom- 
plishments; for expert guidance in planning for 
the problems of the future. 

The Committee enjoys the guidance and leader- 
ship qualities of many great people—among them, 
President Eisenhower; Sir John Hodsoll, senior 
military advisor to the North Atlantic Treaty Or- 
ganization nations; U. S. Air Secretary Donald A. 
Quarles; Navy Secretary Charles Thomas; Dr. Staf- 
ford Warren, famous physicist and the dean of the 
University of California Medical School. 

It would be difficult to review in detail the 
achievements of the Committee, even in terms of 
the nationwide preparedness that has come from 
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its work. But by looking back over the history of 
the Committee we can see the great scope of its 
contribution to the safety and security of our nation. 

The National Advisory Committee for Civil De- 
fense was created in 1951, under Mrs. John L. 
Whitehurst, then assistant civil defense adminis- 
trator in charge of women’s affairs. The first meet- 
ing, held in November, completed a momentous 
task: to set up the policy for participation of wom- 
en in the nation’s civil defense. 

In 1952, the Committee agreed that another vast 
job was necessary to bring women into an action 
program of preparedness at local levels. Immedi- 
ately after its May meeting, a nationwide regis- 
tration program for every member of national 
women’s organizations was launched. 

By 1953, the Women’s Activities Office of 
FCDA had begun a full-scale training program for 
home protection exercises with a pilot course at St. 
Mary’s, California. Half a million women request- 
ed copies of the training publication. The Advisory 
Committee, expanded by new assistant directors for 
women’s activities in each of FCDA’s seven re- 
gions, met in Washington, D. C., and was received 
by Mrs. Eisenhower. Mrs. Katherine Howard (now 
permanent alternate delegate to the NATO Civil 
Defense Committee) was deputy administrator and 
presided at the meeting. 

In 1954, the purpose of the Committee was re- 
defined and broadened to take in the full scope of 
civil defense education and training, with particu- 
lar emphasis on recruitment and placement of 
women volunteers. The annual meeting was ad- 
dressed by President Eisenhower; government lead- 
ers presented a strategic briefing of America’s posi- 
tion in the world situation; and a series of round- 
table discussions encompassed the most important 
issues of the year. The briefings, roundtable dis- 
cussions, and the recommendations that came from 
them, have become regular features of annual 
meetings. 

By 1955, the handful of delegates (23) who had 
attended the first-'Committee meeting four years 
earlier had grown to 131 persons. This meeting re- 
emphasized the importance of coordinated and uni- 
form effort by all civil defense leaders throughout 
our nation. Leaders of women’s organizations were 
unanimous in their recommendation that federal, 
state and local civil defense organizations avail 
themselves of the willing assistance of their organ- 
izations. 

They recommended that greater use be made of 
women in information and education. Realizing 
the great importance of the national survival 


(continued on page 16) 


THE SECRETARY—March 1957 











The 
Favorite 

“Red Head” 
in every 
Office 





For the benefit of 
Secretaries who 
prefer a soft red 
typewriter eraser in 
a more convenient 
shape, A.W.FABER 
has produced 
EraserStik 7066 
and 7066B. This 
completes the 
EraserStik service 
which has changed 
America’s erasing 


habits. 
y . 




























Whatever your preference 
—either our all-utility 
gray EraserStik (7099 

and 7099B) or our 
gorgeous new Red Head | 
— you now can have [§; 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 


Your Dealer carries 
both styles. 


A.W. FABER 











CASTELL 


PENCIL CO., INC. e NEWARK 3, f 





meee 
* 






If your files are a “mess” 


FOR A papers jumbled in 
WAR OF bulging, acer fold- 
ers, records lost or mis- 
NERVES filed —if you're losing 
—=8 minutes and dollars, 
wearing down your 
nerves every time you 
want to file or find a let- 
ter, order, invoice, Here’s 
Peace! ACCO-filing will 
stop this war of nerves— 
keep all your papers 
neatly, correctly filed, 
safely bound, where you 
want them when you 
want them. 
ACCOPRESS Binders and ACCOBIND 
Folders solve your file problems—are avail- 
able in most any size, any capacity, with or 
without tabs—and at transfer time you just 
slip the contents, still bound, from Accobind 
Folders, saving the covers for year after year 
of more filing. 
Ask your stationer about Acco-binding. 


ACCO PRODUCTS 
A Division of Natser Corp’n. 


OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co., Ltd., Toronto 














CLASSIFIED ADVERTISEMENT 





SECRETARIES WHO can ana- 
lyze handwriting earn more, be- 
come vital part of company's op- 
eration. Grapho Analysis—in use 
more than 25 years—gives secre- 
taries who are our graduates and 
members prestige, income, suc- 
cess. Many earn substantial fees, 
part, full time. Others use grapho 
analysis to understand their boss- 
es, other office help, families, 
neighbors, children. Growing 
field, uncrowded, fascinating sci- 
ence and profession. Free illus- 
trated trial lesson sent with full 
details. No obligation. 


IGAS, Inc., Dept. 621, 2307 S. 
Nat'l Station, Springfield, Mo. 








(continued from page 15) 
studies and that no survival plan has hope of suc- 
cess without an adequate warden system, they rec- 
ommended that a simplified and uniform training 
program be developed for block wardens or block 
mothers. This would make possible recruiting a 
warden for every block in evacuation zones. 

Repeatedly the conference emphasized the great 
value of training before an emergency. Careful se- 
lection of leaders and key personnel is vitally im- 
portant, they pointed out, so people will turn to 
these leaders with confidence in time of crisis. 

These women pledged support in all construc- 
tive phases of civil defense—planning, education, 
and practice. To the women of America they said: 
“Arm yourself with information; prepare your 
families to meet an emergency; prepare your home 
with emergency supplies; and volunteer to take an 
active role in your local civil defense program.” 

Sir John Hodsoll, who addressed the conference, 
said in part: “No one knows, on our side of the 
Iron Curtain, when, if ever, another war may break 
out; nor is it easy to predict what warning we may 
expect that war is imminent. It is equally hard to 
forecast what, if any, action governments would be 
willing to take, supposing a period of tension 
should build up. 

“So far as the possibility of war is concerned, we 
must clearly go ahead with our Civil Defense prep- 
arations until we have reached a state of readiness; 
and there is still a long way to go before we can be 
satisfied that this vital side of NATO's strength is 
adequate. Once the attacks have started, we shall be 
in a life and death struggle, and that is not the 
moment to start to build up an organization, train 
personnel, or make good peace-time defects.” 

Last October, the most recent meeting of the 
Advisory Committee was held in Washington, 
D. C. More than 150 delegates heard incisive, far- 
looking assessments of the nation’s military and 
civil defense by men like Navy Secretary Thomas, 
Dr. Warren, and Frank Rockwell Barnett, director 
of research for the Richardson Foundation of IlIli- 
nois Institute of Technology. 

Among the panel discussions held by delegates 
were several treating with all phases of civil de- 
fense and a special discussion on the topic, “How 
to Tell the Civil Defense Story to Women.” 

Ralph E. Spear, assistant administrator in charge 
of FCDA’s Planning Staff, addressed the confer- 
ence on “Basic Planning Assumptions for Civil 
Defense.” Dr. Fred Kern, director of religious af- 
fairs, spoke on the topic “The Church and Civil 
Defense”; and Paul Wagner, assistant FCDA ad- 
ministrator for education services, described the 
accomplishments and plans for his services. 
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One of the most important sessions held during 

the meeting was the special panel discussion. It in- 
cluded such women leaders in news syndicates, 
radio, and television as Mrs. Doris Corwith, super- 
visor of public service programms for the National 
Broadcasting Company; Mrs. Hazel Markel, NBC, 
Washington, D. C.; Mrs. Jean Mooney, director, 
women’s services, Newspaper Enterprises of Amer- 
ica. The discussion was. impressively summed up 
by Mrs. Sally Woodward, director of education 
services for FCDA’s Region 1, who quoted the 
leader of England’s famous Women’s Voluntary 
Services, Lady Reading: “You cannot lead volun- 
teers unless you yourself have belief and integrity, 
and those volunteers will have the same belief in 
you and your cause. Unless we are very convinced 
ourselves, we can’t triumph, we can’t persuade, we 
can’t sell what we have to sell. I believe that we 
should sell civil defense as the strongest force for 
peace that there is in this world, that we should 
speak of the power of being spiritually prepared, 
and that if we are spiritually, mentally, and physi- 
cally prepared for disaster, we create the greatest 
possible force or deterrent to disaster.” 

Today, the successes of the Committee are being 
multiplied by new expansion at the regional levels 
of FCDA. Soon, counterpart committees will be 
established in all regions, embracing all states and 
important cities of the nation. The force and ac- 
complishment of cooperative endeavor will be car- 
ried down from national conferences to every in- 
dividual, local problem. 

During the uncertain tomorrows to come, the 
National Women’s Advisory Committee will con- 
tinue its vital and invaluable work as a beacon to 
preparing America’s women to better face the re- 
sponsibility nearest their hearts: safeguarding their 
loved ones, whether it be against the perils of nu- 
clear weapons or the sudden danger of natural 
disaster. 

Shielding them against danger is instinctive for 
women. Civil defense, guided by the Advisory 
Committee, is the positive way for this protection. 
Every woman, in every home or profession or job, 
has a courageous role in this responsibility which 
must always be hers. 


Speakers at the October 1956 annual con- 
ference of the National Women’s Advisory 
Committee, Washington, D. C., were, left to 
right, Mr. Frank Rockwell Barnett, director 
of research, Richardson Foundation; Dr. 
Stafford Warren, dean of the Medical 
School, University of California at Los An- 
geles; Mr. Charles Thomas, Secretary of the 
Navy; and Mr. Paul Wagner, assistant ad- 
ministrator, Education Services, FCDA. 














At work during the Grand Rapids, Mich, tornado 
disaster (April 1956) are two civil defense volun- 
teers. Mrs. Gertrude Baker, left, later received a 
special citation for her courageous job. 


Mass care volunteer 
aids a homeless moth- 
er and child after a 
1956 natural disaster. 


Women training as “nurse assistants and supply 
assistants” with the emergency hospital. 







































LEADERSHIP AND FOLLOWERSHIP 


by Mrs. C. R. LARIMER, Registered Parliamentarian, National Association of Parliamentarians 





if the article on the philosophy of parliamen- 
Nn tary law that appeared in the February issue 
of The Secretary we mentioned that in every or- 
ganization there are two groups of people—leaders 
and followers. Here we shall discuss, in more de- 
tail, each of these groups. Let us begin by saying 
that without leaders there would be no order, no 
justice, no attainment of objective. Without fol- 
lowers—good followers—no organization can hope 
to have harmony nor reach meaningful achieve- 
ment. This fact holds true whether the organiza- 
tion be educational, professional, cultural, philan- 
thropic, civic, or merely social. 

Leaders in many instances are innately so; but, 
generally speaking, leadership can be developed. 
Nominating committees should feel that their great 
responsibility lies in the selection of those persons 
who are both willing and able to serve. Qualities 
of leadership include many things. Ability to get 
along with people, ability to distribute responsi- 
bility, initiative, unselfish interest in the organiza- 
tion, and a reasonable knowledge of procedure. 
“Blessed is that leader who leads for the good of 
the most concerned, and not for the personal grati- 
fication of his own ideas. Blessed is that leader who 
leads without being dictatorial—true leaders are 
humble. Blessed is that leader who considers leader- 
ship an opportunity for service.” 

Mr. Roberts gives us a very practical description 
of the president. He says that the chairman should 
not only be familiar with parliamentary usage, and 
set the example of strict conformity thereto, but 
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he should be a person of executive ability, capable 
of controlling men. He should set an example of 
courtesy, and should never forget that to control 
others it is necessary first to control oneself. He adds 
that no rules will take the place of tact and com- 
mon sense on the part of the chairman. 

The president cannot perfect an organization 
alone. She, or he, is the hub around whom all 
other integral parts of the organizational machinery 
revolve. The success or failure often rests upon the 
president’s shoulders when, in reality, the success 
or failure of any society is determined by the in- 
terested cooperation of all officers. Loyalty and a 
real desire to see progress and achievement result 
from combined efforts of those chosen to lead, and 
are prerequisites to success. 

The vice president, or vice presidents, as the 
case may be, should always be chosen with the 
thought in mind that she is the alternate of the 
president and may be called upon to step in at any 
time to serve in the president's place. She should 
be one with sympathetic understanding of the 
many responsibilities of her leader and stand ready 
always to lend thoughtful consideration and prac- 
tical assistance. Her knowledge of the objectives 
and program of her organization is essential. In the 
case of the death or resignation of the president, 
the vice president automatically becomes presi- 
dent, and the office of vice president becomes 
vacant, unless the bylaws provide otherwise. By- 
laws should be written very definitely on the fill- 
ing of vacancies. 

Secretaries and treasurers are most important 
leaders. Their accuracy and neatness in their spe- 
cific duties are paramount. Minutes should be re- 
corded exactly in the order in which things take 
place in a meeting, and not written according to 
the way the secretary thinks they happened. She 
must be alert and know how each item of business 
occurred. What is done, and not what is said, 
should always be reflected in minutes. An efficient 
secretary will prepare for her president a copy of 
the minutes of the last meeting as soon as possible 
to assist the president in preparing her agenda for 
the succeeding meeting. Treasurers are the official 
custodians of the funds of any group, and their 
records should reflect the true financial state at all 
times. In large organizations, the treasurer should 
be bonded as a protection to her and her organiza- 
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tion. Her reports are filed for audit, and only once 
a year is a financial report accepted by the group, 
this being the auditor's annual report. 

There are many other officers that could be men- 
tioned but officers vary with the type of organiza- 
tion. Some are appointed; some include directors 
or advisory officers. 

The structure of any organized group would be 
weak without another group of important leaders 
—and truly they may be considered so. The com- 
mittees are the working machinery of any organ- 
ization: they plan and promote the activities of 
the parent body. Each committee, consisting of 
two or more persons who have been appointed or 
elected on the basis of their interest and qualifica- 
tions for the particular field of work, will deter- 
mine the extent to which the organization attains 
its objective. Each committee has a definite purpose 
or purposes and is at all times subject to the con- 
trol of the chapter, the unit, club, or association, 
as the case may be. Since all committees have 
power to do only that which they are instructed to 
do, they should receive such instruction from the 
group by which they have been created. One should 
never say: “I’m just a chairman,” for chairmen are 
very important people. Leadership, indeed! “Blessed 
is that leader who develops leaders while leading.” 

A great deal has been written about the duties 
of the various officers and the function and duties 
of committees; but the duties of members, the fol- 
lowers, have all too frequently been taken for 
granted. A group of individuals banded together 
with a common purpose constitutes an organiza- 
tion. These individuals—even though they do not 
hold office or serve on committees—have some 
very definite responsibilities, as well as privileges, 
which they enjoy from their membership. 

Does the responsibility of a member end with 
the payment of dues? The answer is a very definite 
“No.” It is the duty of every member to attend 
meetings regularly and have a desire to participate 
in the deliberations. Members should be informed 
of the purpose and objective of the organization, 
as well as the policy by which that purpose is 
accomplished. 

In order to be a constructive member, it is neces- 
sary not only to ‘be completely familiar with the 
bylaws and standing rules of the organization but 
to have a working knowledge of parliamentary 
procedure. Someone has said that “an understand- 
ing of both these special rules and the general rules 
of parliamentary procedure is as necessary to every 
member as a precision-built engine is to an air- 
plane.” Often that knowledge has been picked up 


(continued on page 31) 
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WHAT TO EAT AND WHAT TO WEAR IN ST. LOUIS 


by MILDRED JOECKEL, Editor, The St. Louis Salute 





OU KNOW where you're going to stay and what 
tj there is to see and do in St. Louis, Missouri, 
when you come to the Mound City in July But, 
women are hungry creatures and so—where will 
you eat? 

The Sheraton-Jefferson Hotel has a fine coffee 
shop and for elegance there’s the Boulevard Room 
in the hotel. Of course, you'll be going to the con- 
vention banquet, but a gal likes variety! 

Miss Hulling’s 1105 Locust Street, two blocks 
east of the hotel, offers both table and cafeteria 
service and is highly recommended. Prices are 
average but the food is above average—you won't 
be disappointed. Pope’s Cafeteria nearby on Wash- 
inton Avenue near Ninth Street and the Forum 
Cafeteria on Sixth Street, across from Famous-Barr 
Department store, serve good food at very reason- 
able prices. 

All the department stores have tearooms and 
if you lunch at either Stix, Baer & Fuller or Scruggs, 
Vandervroot & Barney, you might find a fashion 
show in progress. 

The Bismark Cafe across from your hotel on 
Twelfth Street is an old established eatery. The 
Statler Hotel on Tenth and Washington has a sub- 
way cafeteria, as well as two dining rooms off the 
main lobby. At the Mayfair Hotel try the Hauf 
Brau for a charming atmosphere and excellent 
food. There, too, is a dining room and a downstairs 
coffee shop. The Lennox Hotel, across from the 
Statler, has a Rathskellar with pleasant surround- 
ings and good cuisine. 

What you say, paisan? Where's the pizza pie? 
You like the spaghett, too? Well, we offer Tony’s 
—famous for Italian food and not too far from 


\ STEAKS 
Michelob , . 


your hotel at 826 North Broadway. Get a group 
together and take a cab out to “The Hill.” There 
are many restaurants in this Italian settlement and 
each one is good. Ruggeri’s for steak; Angelo’s— 
Parente’s—Pagliacci’s all serve superb pizza pies 
and other Italian dishes. 

German food? Try the Bevo Mill in Southeast 
St. Louis where sauerbrauten and potato pancakes 
are featured. If you have a car, get the directions 
for driving to Schober’s Wine Restaurant to savor 
their German specialties. 

French? Mais Oui—the Petite Pigalle, 4209 
Lindell. This midtown bistro is easily reached by 
the Lindell Bus where, amid candle light and soft 
music, you may dine on continental delicacies. The 
same Lindell Bus will take you to La Casa de los 
Toros at 4137 Lindell to enjoy Mexican food. 

For steaks and lobsters, there’s Stan Musial & 
Biggies, or Ed Furgol’s Sportsmen’s Inn. Edmonds 
specializes in all kinds of seafood. 

If you want Chinese food or even Greek dishes 
—we have restaurants that offer exotic menus of 
this type. 

To dine in style among the elite—go out to the 
West End section of St. Louis. We recommend the 
Surf ’n Sirloin at the Forest Park Hotel; The Gour- 
met Room at the Park Plaza Hotel, and The Fron- 
tier Room at the Montclair. 

Elegant fare can be had at any of the three 
Medart’s Restaurants—The Rose and Crown, Olde 
Cheshire, The Great Hall—all at one address but 
separate and distinct dining rooms. 

Whar'll you have, ma’am? Name it, we'll find it 
for you and tell you how to get there. Clara Gruber, 
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hospitality chairman, and her Committee will be 
glad to help you. 

You can stay on your diet until you arrive in 
Sc. Louis—then forget all about calories and dive 
into all the good food you will find here. You'll be 
so busy running around sightseeing, shopping, and 
conventioning, that you will need extra energy. 

If you’re wondering what to wear in St. Louis 
... (that hot place, Gee) . . . don’t believe those 
rumors, my dear secretary. Yes, we do have hot 
weather and so does Houston, Washington, D. C., 
New York City, Chicago, and almost any city or 
town this side of Alaska. Believe it or not, last 
June we actually slept under blankets and not be- 
cause of air conditioning—Just hope you're that 
lucky next July. But, why worry? Anywhere you 
happen to go will be air-conditioned. Best of all 
—St. Louis is so casual. 

Your cotton sheaths with jacket or tiny shrug 
for the air-conditioned restaurants will be just 
right. A summer stole might come in handy at the 
Muny Opera—no furs though. Full skirts with 
“mix and match” blouses are fine. For evenings, 
any type dressy, but not fussy, cotton will take you 
anywhere. Keep it simple and accessorize. Above 
all, bring comfortable walking shoes for all that 
sightseeing you'll want to do. Dress here as you 
would for any big city, and who knows better how 
to dress than the secretary? She should know, with 
all the hints and helps in the slick magazines. 
Hats? Well, for church—otherwise, this is pretty 
much a hatless city unless you’re lunching in a 
hotel or tearoom and, even then, many St. Louis 
women go bareheaded. You'll probably want to 
wear one for travel and any small packable number 
that goes with everything will do the trick. 

If you're staying the week, and we hope you 
will, we suggest buying a 90c pass from the bus or 
streetcar driver. Then you need only deposit 10c 
in the box, show the pass, and you can ride all 
over town (however, there are zone charges of 5c 
but this usually is on a very long trip such as the 
city limits or from one end of town to the other). 
Cab fare is about the same as Chicago or New 
York .. . and so are the drivers. 

Getting in the mood? Good—it won't be long 
before you'll get out the suitcases and dust ’em off, 
make up your list of what to take, etc. But make 
that hotel reservation now. 

The St. Louis Chapter of The National Secre- 
taries Association (International) is getting ready 
for you—we hope you will start getting ready for 
us. 

MEET ME IN ST. LOUIE—No. 12 on our hit 
parade of conventions. 
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Where gourmets gather—Ruggeri’s on the hill. 


Where the elite meet to treat—Gourmet Room, Park Plaza Hotel. 


The attractive 
Terrace Room of the 
Hotel Statler. 
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Contest for Secretaries 

“Why I Want My Boss to Have an Executive 
Furniture Guild Office” is the title of an exciting 
Contest for Secretaries, sponsored by the Executive 
Furniture Guild of America, and advertised in the 
January issue of The Secretary. 

No strings to this contest—all that’s needed is 
a typewriter, very little spare time, and a few ideas. 
Any secretary with a yen for a handsome executive 
suite for herself and her boss stands a good chance 
of winning. 

All she has to do is roll a couple of sheets of 
white bond into her typewriter and write about her 
boss in 200 words. This should be easy. And in 
another 100 words she tells why she thinks her 
boss should have, and why she wants him to have, 
an Executive Furniture Guild Office. 

Any secretary in good standing in the United 
States, its possessions, and Canada is eligible to 
compete in this contest with the exception of 
those who work for, or who are related to someone 
who works for, the Executive Furniture Guild, its 
members and its advertising agency. 

The top prize alone is enough to whet the appe- 
tite of any secretary who is not already ensconced 
in a glamorous, ultra-modern office; for the winner 
receives for her boss a luxurious Executive Furni- 


ture Guild office—complete in every detail right 
down to desk accessories and ash trays. And for her 
thoughtfulness in wanting him to have such an 
office, she'll get one for herself at the same time. 
Like all Guild offices, both will be tailored to the 
particular work needs of the winning secretary and 
her boss, designed around their color preferences. 
Both will feature the Guild’s newest line of quality 
furniture by Stow & Davis, to be introduced early 
next Fall. 

And this is only part of the prize package. There 
is also an all expense paid, one-week trip for two 
to Honolulu in January 1958; and a trip at the 
Guild’s expense to New York City, September 9th 
to 11th, 1957, to appear as honored guest at the 
Executive Furniture Guild’s Fashions for Business 
1958 Show at the Savoy-Plaza Hotel. (None of 
this has to be cleared with the boss unless a con- 
testant reaches the semi-finals.) There are also two 
complete ensembles selected by a leading fashion 
authority—a going-away outfit and one for her 
executive office life. The winner takes all the prizes. 

The Contest closes on April 15, 1957, and the 
winner will be announced at the Executive 
Furniture Guild’s Exhibit Booth at The Na- 
tional Secretaries Association (International) 
Convention in St. Louis, July 17 to 20, 1957. 

A handbook of Rules and Regulations and entry 
blank can be obtained through the “Contest for 
Secretaries” Department, Executive Furniture Guild, 
Information Center, 141 East 44th Street, New 
York 17, N. Y. 











This dreamy office for a Secretary is one of the 
new Executive Furniture Guild model offices cur- 
rently on display in the Guild’s Grand Rapids 
workshop. It provides a glamorous background for 
an important member of the boss-secretary team 
and is an asset to the firm. 

Sophisticated and ultra-smart, the color keynote 
is soft Wedgewood blue, with white and jet black 
as elegant accents. Draperies of the blue on adjoin- 
ing walls form a becoming backdrop for the secre- 
tary in her nine-to-five role. Cork tile flooring adds 
to illusion of space and serenity. 

The featured upholstery is ebony leather. High 
color note appears in the Geranium red leather up- 
holstery of the arm chair. All the furniture is of 
walnut from Stow & Davis’ new Predictor Sevies. 
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Continued Rise in Office Salaries Shown 
by NOMA's 1956 Survey 


Clerical office workers’ salaries continued to 
shoot upward at an increased pace during 1956, 
according to figures released by the National Office 
Management Association in its eleventh annual 
Survey of Clerical Office Salaries. 

Jobs which averaged $2-a-week increase during 
1955 jumped $3 more in 1956. U. S. clerical office 
workers are being paid at an all-time high, aver- 
aging $62 a week in 1956 for the 24 classifications 
of clerical workers surveyed. 

Undoubtedly the largest study of its kind ever 
undertaken, NOMA’s 1956 Salary Survey includes 
data covering 429,765 office clerical employees in 
102 cities in the United States and 12 in Canada. 

Information on the 24 basic clerical jobs has 
been gathered from 6,024 companies of all types 
of business and size. Reporting companies employ 
over 3,936,793 workers in all job categories. 

The highest-paying clerical job, in both the 
United States and Canada, is still the account- 
ing clerk (senior bookkeeper). Private secre- 
taries and cost clerks are next. 

It is important to note, however, that salaries 
and job ranking may vary from city-to-city and 
area-to-area. These are national averages of salaries 
and subject to considerable variation where com- 
petition for clerical help is influenced by local 
conditions. 

In general, for the various areas of the United 
States, salary rates are highest in the East Central 
and Western sections of the nation. 





Here’s something new. It’s the world’s first elec- 
tric portable typewriter. Manufactured by Smith- 
Corona, Inc., who incidentally made the fwst of all 
portables back in 1907, the new machine is smart 
in styling, light in weight, and extremely easy to 
operate. Because the electric key action gives uni- 
form impressions, regardless of fimger pressure, 
even the most inexperienced typist can type perfect 
letters with this new portable. The new typewriter, 
with standard 88 character keyboard, is powered 
by a small, almost noiseless motor, which uses ap- 
proximately the same amount of current as a 40 
watt light bulb. It is available in four colors—al- 
pine blue, coral pink, sea foam green, and beige. 
The carrying case is covered with a light grey vinyl 
plastic. Price is $197.50, plus taxes. 
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Corollary information revealed in the 1956 Sal- 

ary Survey: 

1. Twice monthly pay periods continue to be 
most popular in the office—41% of the com- 
panies surveyed used it in 1956. Weekly pay 
runs a close second with 34%. Monthly pay 
periods trail with only 4%. 

2. The 40-hour week is slowly losing out to a 
shorter week, although 64% of the compa- 
nies surveyed still had it in effect in 1956. 
In 1948, the number of companies was 7% 
higher. In Canada, almost 34 of the compa- 
nies surveyed work less than 40 hours. The 
five-day week continues to gain in popularity 
—used by 91% of the companies surveyed 
in 1956. 

3. Overtime payments are made by 69% of the 
companies in this survey after 40 hours of 
work; 12% pay after their standard work 
week; and 8% pay after some other number 
of hours have been worked. 

4. Six paid holidays are still the limit for the 
greatest percentage of companies in the US., 
according to the 1956 Survey. 34% of the 
companies hold the line at six days. The trend, 
however, is to more liberal holiday pay grants 
—23% of the companies surveyed paid for 
seven holidays in 1956, as compared with 
20% in 1955. Eight or more paid holidays 
are paid for by 35% of the companies in 
1956, a gain from the 26% of eight years ago. 

5. Ratio of total workers (office and non-office ) 
to office workers remains fairly constant: 3.22 
to 1 in 1956. 
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NEWS FROM THE FIVE CORNERS OF THE NSA 


NEWS...NEWS...NEWS...NEWS...NEWS 





ANNE FROHMAN 
7208 Field Ave. 
St. Louis 16, Missouri 


SOUTHWESTERN DISTRICT 


Programs for the regular monthly 
meetings of Tyler Chapter (Tex.) are 
based upon subjects relating to the CPS 
examination. Lectures have been given 
on personal adjustment, law, and ac- 
counting; others will be on telephone 
techniques, city government, and insur- 
ance. Three members were installed at 
the November meeting. The Regional 
Conference held in Shreveport, Louisi- 
ana, in November was attended by Mick- 
ey Mayne, president; Mary Lou Blalock, 
vice president; Nancy Jo Todd, secre- 
tary; Celestine Starnes, treasurer; Vir- 
ginia M. Bell, Texas-Louisiana Division 
president; and Mesdames Aileen Marsh, 
Velma Holland, Kitty Schoonover. The 
chapter will hostess the fifth annual 
meeting of the Texas-Louisiana Division 
in April. 

The January dinner meeting of Po- 
mona Chapter (Calif.) was held at the 
Mural House, Ontario International Air- 
port. Mrs. Evelyn Seegar showed colored 
movies of her summer trip to Denmark, 
Germany, Holland, Belgium, and Swit- 
zerland. The recent Orientation Meeting 
held at the home of Mrs. Evelyn Seegar 
afforded an opportunity for members 
and guests to become better acquainted 
with NSA and its future objectives. 

“The 3-D’s” (Direct Distance Dial- 
ing) of the telephone industry was the 
topic of discussion by public relations 
representatives of the Santa Monica 
and Downey offices of the General Tele- 
phone Company at the November meet- 
ing of Stellar Chapter (Downey, Calif. ). 
The initiation of nine new members 
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high-lighted the chapter’s January meet- 
ing. Two entertaining and informative 
films were also presented, “The Day the 
F-86’s Arrived” and “Engineering for 
Tomorrow.” 

Members of Orange Empire Chapter 
(Santa Ana, Calif.) traveled California’s 
highways during November attending 
the 1956 CPS Award Dinner hostessed 
by Los Angeles Chapter; Riverside 
Chapter’s annual Secretarial Institute at 
Riverside College; the installation of 
Westchester Chapter, sponsored by Santa 
Monica Chapter; and the Third Anni- 
versary Dinner of Suburbanite Chapter 
in San Fernando Valley. At the January 
meeting, many false ideas about cancer 
were dispelled by Dr. Mildred F. Wehr- 
ley of the American Cancer Society, who 
presented the story of cancer research 
and its impressive progress. Ella Mae 
Morris participated in the Career Day 
program of Fullerton Schools, outlining 
to business students the requirements 
and rewards of the secretarial profession. 
The genuine interest of the students 
made it a very worthwhile experience. 

Big D Chapter (Dallas, Tex.) was 
privileged, at its January meeting, to 
have a noted heart surgeon speak on the 
wonderful miracles that can be accom- 
plished in the treatment of heart diseases. 
The president of the Dallas County 
Heart Association showed an enlighten- 
ing film. Twelve members were initiated 
at this meeting. The Orientation Meet- 
ing held at the home of Sally Miles for 
these new members was also attended 
by all other chapter members. Envelopes 
were stuffed for the Dallas Society for 
Crippled Children drive. Badges were 
typed for the Jaycees who held their con- 
vention in Dallas to honor the ten out- 
standing young men of the country. The 
Casebook Committee has received 37 
cases from chapter members. Member 
Polly Peters and honorary member Vir- 
ginia Long were on the panel of Trinity 


Chapter’s (Ft. Worth, Tex.) Symposium. 

Golden Triangle Chapter (Grand 
Prairie, Tex.), Texas’ fledgling chapter, 
is slowly but surely getting its feet firm- 
ly on the ground. Attendance and inter- 
est are very high. Courses in human 
relations and secretarial techniques have 
been held. Business law is being con- 
sidered for the next study course in 
preparation for the CPS examination. 
Members will attend the Big D Chap- 
ter’s (Dallas, Tex.) Workshop. 

Lake Merritt Chapter (Oakland, Calif.) 
had an active fall season. Its Speakers 
Bureau held a workshop in conjunction 
with the local Toastmistress groups, the 
theme being “Public Relations and the 
Secretary.” Speakers were Mrs. Vera 
Kirby, public relations representative of 
the Pacific Telephone & Telegraph 
Company; Mrs. Emyle Peterson, chapter 
member, who gave a secretary’s view- 
point; and Mr. W. W. Conlink, district 
sales manager of Royal Typewriter Com- 
pany, who spoke on “What Management 
Expects from the Secretary.” Fifteen 
members were initiated at the December 
meeting. Efforts of the Ways and Means 
Committee assured two scholarships 
which are to be awarded during Secre- 
taries Week. The chapter participated 
in the Heart Association and Mothers 
March of Dimes projects and is plan- 
ning a Red Cross first-aid course. A 
three months study course to assist those 
taking the CPS examination is also 
planned. 

The Houston Chapter (Tex.) at its 
January meeting had a program designed 
to stimulate interest in the Casebook. A 
panel consisting of Mrs. Clairice Land- 
ers, Mrs. Jo Ann Langford, and Mrs. 
Dean Cross, with Mrs. Connie Pender- 
gast, CPS, as moderator, presented a dis- 
cussion of office problems and their solu- 
tion. The situations illustrated how to 
gain the cooperation of bosses and fel- 
low workers and how to screen office 
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callers and telephone callers. The Ways 
and Means Committee reported a con- 
tinuing demand for the Creole cookbook 
sold by the committee, “Acadian Bi- 
Centennial Cook Book,” the sale of 
which has already netted $219 for the 
treasury. The Education Committee re- 
sumed its series of free lectures on Janu- 
ary 9. Dr. John P. Owen of the Uni- 
versity of Houston spoke on the subject 
“Fundamental Concepts of Economics 
for Business Today.” Dr. Henry C. Chen, 
also of the University of Houston, lec- 
tured on January 16 on “Securities, 
Banking, and Money.” On January 23 
Mrs. Krin Holzhauser, speech instructor 
at the Houston Conservatory of Music, 
spoke on “Speech, Diction, and Posture.” 


ALICIA COGAN 
161 Prospect Park West 
Brooklyn 15, L. I., New York 


NORTHEASTERN DISTRICT 


Speaker at the January meeting of 
Philadelphia Chapter (Pa.) was Mr. 
Jack Hakes, who has had a diversified 
career in the aviation industry, and now 
handles the aviation division of the 
Hertz Corporation. His talk, “How to 
Get Along with Your Boss,” contained 
good, solid facts on the subject, well 
wrapped in facetiousness and good hu- 
mor so they were easily remembered. 

With its spring scholarship award in 
mind, Washington Chapter (Pa.) spon- 
sored a variety show for teenagers, and 





reports proceeds of $320. 

At the January meeting of Lockport 
Chapter (N. Y.), members were treated 
to a mid-season pickup as Miss Ruth 
Bosserman revealed secrets of fashion, 
grooming, hair-styling, and make-up. 

Waterbury Chapter (Conn.), adapt- 
ing the Association’s achievement point 
system to chapter level, has sparked en- 
thusiasm of members in NSA activities. 
Individuals win points for attending 
meetings and functions, pursuing study 
courses, and engaging in civic work. 
Prize for most points earned will be one 
year’s NSA dues. 
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At the January meeting of Presque 
Isle Chapter (Erie, Pa.), Mr. Robert 
Morgan, special services chief of the 
Veterans’ Hospital in Erie, presented a 
film showing how volunteer efforts may 
help at veterans’ hospitals. 

Member of distinction of the Newark 
Chapter (N. J.) is Ellen L. Keely. Ellen, 
who was the youngest woman ever to 
serve as national chairman of the Wom- 
en’s Committee of the American Insti- 
tute of Banking, has now been named 
general chairman of the New Jersey 
Regional Conference of the Institute— 
the first woman to occupy the post. 

A local furrier showed luxurious skins 
and spoke on the care of furs at the 
January meeting of Glider Chapter (El- 
mira, N. Y.). Fifteen chapter members 
volunteered to assist in a March of 
Dimes Telethon. 

At a meeting of the Norwalk Chapter 
(Conn.), Jack Barbakoff, of Equitable 
Life Assurance Society, presented to a 
fascinated audience a comprehensive out- 
line of the history and purpose of in- 
surance. This energetic chapter accom- 
plished its civic duty in February by 
typing for the Heart Association. 

Winifred E. Seguin Memorial Chap- 
ter (Oneida, N. Y.) joined Copper City 
Chapter (Rome, N. Y.) for steak din- 
ner in the new Officers’ Club at Griffiss 
Air Force Base in Rome. The group was 
later escorted on inspection tour of the 
base, visiting hangars and viewing a 
mock scramble demonstration of jet 
fighter interceptors. 

Providence Chapter (R. I.) heeded 
the Socratic sagacity of Harold Allen, 
grapho-analytical psychologist, who ad- 
vised at the January meeting, “Know 
Thyself Better.” Thus fortified, the mem- 
bers made scintillating plans for a March 
workshop at Bryant College. 

‘Twas a parade of pachyderms as the 
Brooklyn Chapter (N. Y.) and New 
York City Chapter (N. Y.) held white 
elephant auctions in January. Both chap- 
ters report bold bidding and_satisfac- 
torily increased scholarship funds. 

As the first in a series of seven talks 
designed to familiarize chapter members 
with the history and aims of NSA, Mr. 
E. Walter Hudson advised the Quaker 
City Chapter (Philadelphia, Pa.) on 


“Committee Responsibilities and How 
to Conduct a Meeting.” 

Bon voyage to Elsie Hunt of Flower 
City Chapter (Rochester, N. Y.) who 
won a Nassau cruise in her chapter’s 
Ways and Means Committee drawing. 
This exciting raffle netted a large sum 
for the chapter's civic projects. 

It will be a streamlined spring for 
Queens County Chapter (N. Y.). With 
cooperation of Knox Gelatin Company, 
the medically-approved “Eat and Reduce 
Plan” was presented at the January meet- 
ing. Nutrition principles and weight 
control were discussed. 

Paterson Chapter (N. J.) members 
enjoyed realistic comments on grooming, 
make-up, and secretarial attire when Mrs. 
LaRae Kramer, Barbizon School of Mod- 
eling, added her personal charm to an 
interesting presentation. 

Mrs. Marjorie Banks, social worker 
for the State of New York, addressed 
the Syracuse Chapter (N. Y.) on the 
topic, “At Home Abroad—Abroad at 
Home.” Mrs. Banks related many human 
interest stories concerning the United 
Nations, and supplied helpful tips for 
prospective visitors to the United Na- 
tions headquarters. 

In January, members of Long Island 
Chapter (Nassau County, N. Y.) heard 
the Honorable Kathleen Kane, judge of 
the District Court of Nassau County, 
speak on the operation of local county 
courts, comparing this with the judicial 
system of a large municipality. 

Pagoda Chapter (Reading, Pa.) held 
its Ninth Annual Employers’ Night Din- 
ner at the Wyomissing Club, with Mrs. 
Annadora Vesper Shirk, of Albright Col- 
lege, as the speaker. Chapter members 
Virginia Ganter and Mrs. Joan Feick 
enacted a skit written by Vice President 
Betty Fisher. Mr. Fred H. Ludwig, presi- 
dent of Merritt Lumber Company, was 
crowned Boss of the Year. 

Busy Berwick Chapter (Pa.) is help- 
ing Wilkes-Barre Chapter (Pa.) with its 
plans to hostess the 1957 Pennsylva- 
nia Division Conference. Two Berwick 
Chapter members, Mrs. Phyllis Nunges- 
ser and Mrs. Madelyn Bond, are on an- 
other planning committee, this one pre- 
paring for a workshop, sponsored by 
Penn State Extension Center. 
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The Torrington Chapter (Conn.), 
sponsored by the Waterbury Chapter 
(Conn.), was installed in December at 
the Conley Inn in Torrington with four- 
teen charter members. The city was rep- 
resented by Mayor William T. Carroll. 
Guests included members of Danbury, 
Hartford, Stamford, and Waterbury 
Chapters (Conn.). A wire of felicita- 
tions from NEVP Ethel Ambler was 
read to the group by the president of 
the new chapter, Marion Bassett. 


Z. G. MCCANCE, CPS 
404 Hume Mansur Bldg. 
Indianapolis 4, Indiana 


GREAT LAKES DISTRICT 


A delegation from Cincinnati Chap- 
ter (Ohio) traveled to Mount St. Joseph 
in December to see Sister Agnes Celes- 
tia Schaumleffel receive her CPS cer- 
tificate. She completed the examination 
in St. Louis, Missouri, last May and re- 
quested the Cincinnati Chapter to make 
the presentation. She is the first nun to 
achieve the CPS title. Mother Mary Ro- 
mano Dodd, S.C., and Sister Elise, the 
treasurer general, in whose office Sister 
Celestia employs her talents, received 
the group. Mrs. Mildred S. Stueber, 
chapter president, presented the certifi- 
cate. The Sisters have great pride in 
Sister Celestia’s accomplishment. Mount 
St. Joseph is the Mother House of Sisters 
of Charity. Members enjoyed a tour of 
the college and especially Sister Elise’s 
office with her collection of exquisite 
figurines, relics, and curios from all over 
the world. She also revealed facts about 
her system of bookkeeping for the en- 
tire order of the Sisters of Charity that 
any businessman would be proud to find 
in his office. After the tour, guests were 
taken to the beautiful reception room 
where a table was laden with dainty 
sandwiches and confections prepared by 
the students. Sister Elise extended an 
invitation to hold a chapter meeting at 
Mount St. Joseph, and members are 
looking forward to this pleasure. 

Based on the Association Achieve- 
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ment Award plan, the Abraham Lincoln 
Chapter (Springfield, Ill.) will present 
a Secretarial Outstanding Performance 
Honor of the Year award (or the 
SOPHY trophy ). It will be given to the 
member earning the greatest number of 
points for services rendered the chapter 
during the year. The study group has 
completed a nine-week’s course in Busi- 
ness English and Letter Writing and is 
now taking a course in Business Law. 

Members of Detroit Transcript Chap- 
ter (Mich.) were dinner guests of The 
Detroit Bank and Trust Company in 
January. They toured the various depart- 
ments and observed banking operations. 

Not content with toiling from nine 
to five, many members of Crossroads of 
America Chapter (Indianapolis, Ind.) 
are going to school or joining study 
groups. Several are enrolled in the NSA 
sponsored course, “Better Secretaries/ 
Better Business,” at the Indiana Uni- 
versity Center. Classes meet two hours 
every Tuesday evening and are open to 
non-members. Subjects are letter writing 
and report writing, practical accounting 
for secretaries (including taxes and pay- 
roll), and latest techniques in business 
procedures and. office machines. Other 
members have formed a special CPS 
Study Group, which meets two hours 
each Thursday. Members are assigned 
as leaders for each meeting. In addition 
to the prepared assignments, dictation is 
given, human relations problems pre- 
sented, and spelling bees and periodic 
quizzes are conducted. At least one CPS 
meets with the group each week. There 
is also a Speakers’ Bureau meeting two 
evenings a month for one hour. A proj- 
ect of the bureau is to supply speakers 
for business education classes and High 
School Career Day programs. 

“Growing Old or Getting Old” was 
the title of an interesting address by the 
Rev. Clarence G. Hall at the Champaign- 
Urbana (Ill.) Boss Night. Mrs. Helen 
Johnson, Illinois Division president, ex- 
plained the aims of NSA. Professor C. R. 
Anderson, a national authority on busi- 
ness letter writing, was named Boss of 
the Year. The honor was won for him by 
his secretary who wrote an article about 
him. Members of Kankakee Valley Chap- 
ter (Ill.) judged the articles. 





Tawasi Chapter (Fort Wayne, Ind.) 
installed Wanaseka Chapter (Wabash, 
Ind.) Sunday, January 13, at the Wa- 
bash Country Club. GLVP Clare Jen- 
nings initiated the members, presented 
the charter, and officially welcomed them 
to NSA. Mrs. Ruth Donaldson, Division 
president, installed the officers. Eileen 
Chaney, Division secretary, presented 
the NSA banner, and Tawasi Chapter 
President Laura Finan presented the 
gavel. 

“What Civil Defense Meant in Eng- 
land During World War II” was the 
subject of a talk by Mrs. Robert L. Hig- 
gens, British war bride, at the January 
dinner meeting and guest night of Gales- 
burg Chapter (Ill.). She related per- 
sonal experiences of everyday events 
such as buzz bombs, sirens, blackouts, 
air-raid shelters, rationing, and gas masks. 
An explanation of NSA and the CPS 
program was given prospective members. 

Codi Chapter (Canton, Ohio) has or- 
ganized a Speakers’ Bureau, and a seven- 
member panel made its first appearance 
before 200 secretarial students at a spe- 
cial assembly at Canton McKinley High 
School January 30. The panel was ar- 
ranged as a result of 16 weeks of study 
in public speaking. A question and an- 
swer period followed the panel's discus- 
sion of “What a Commercial Course 
Will Do for You.” The Sunday edition 
of the Canton Repository carried a fea- 
ture article stressing the educational 
value of the chapter project. The panel 
expects to appear before four other high 
schools of the city. 

Lake Shore Chapter (Chicago, Ill.) 
entertained “royalty” at its tenth annual 
Boss Night Banquet February 4. The 
theme was “The King and I,” and the 
bosses enjoyed the royal attentions prof- 
fered by their scribes. Name badges for 
the kings were crowns, and those of the 
scribes were quills. Guest speaker for 
the evening was Herb Graffis, featured 
columnist of the Chicago Sun-Times, 
who has often mentioned in his column 
the important role of the secretary. 

River Bend Chapter (South Bend, 
Ind.) members are busy typing 50,000 
labels for the Easter Seal campaign. At a 
recent meeting, Mrs. Coola Phillipis 
showed interesting color movies of her 
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. Marie Starr, Florida Division president, being crowned Fort Lauderdale Chap- 


ter Secretary of the Year by her boss, Mr. Harry Judge, executive vice presi- 
dent, the Fidelity National Bank of Fort Lauderdale. 


. Mrs. J. B. Brydges, president Pioneer Chapter in Charlotte, N. C., with the 


members of the chapter's auxiliary group who are receiving a 12-months’ 
secretarial course at a local business college under the chapter's sponsorship 
They are: Zell Clark, Gwendola Moore, and Shirley Montgomery. 


. Presidents and past presidents of Bronx County, Brooklyn, White Plains, and 


New York City chapters (N. Y.) join in toast to Gotham Chapter (New 
York, N. Y.) at its second anniversary party. Vice President Mary Salaby and 
President Margery Aitchison, 3rd and 4th from left, acknowledge salute. 


. Pictured at its first meeting at the Fireside Restaurant on January 8, newly 


installed Milford Chapter (Conn.) receives welcome from Secretary Curry 
Bartlett of the Milford Chamber of Commerce. Accepting the greeting is Mrs. 
Kay Sunden, president, standing fourth from right. 


: Comparing notes in a “buzz session” at the Third Annual Secretarial Insti- 


tute, co-sponsored by the University of Nebraska and Cornhusker Chapter 
Lincoln, Nebr.), are Marie Christensen, Ginsa Chapter (Grand Island, 
Nebr.) ; Mildred Lux, Nebraska-South Dakota Division president; and Mary- 
ann Horky and Mrs. Kathleen Evans, Cornhusker Chapter. 


. Lucille Martin (right), president of Teepee Chapter (Pocatello, Idaho), in- 


stalls officers of the new Ee-Dah-How Chapter (Idaho Falls, Idaho) : left to 
right, JoAnn Curtis, treasurer; Shirley Enell, corresponding secretary; Loraine 
Sherwood, recording secretary; Joyce Hansen, vice president; and Louise 
Meyer, president. 


. Six new CPS holders proudly display certificates at the annual CPS luncheon 


of the Golden Gate Chapter (San Francisco, Calif.). Far left, Mary Stewart, 
who presented the awards, and far right, Jane Marvin, chapter members. 


. Professor C. R. Anderson admires his Boss of the Year plaque and certificate 


at Champaign-Urbana Chapter (Ill.) Boss Night. Looking on are James 
O'Malley, boss of Mrs. Charlotte Matthews; June Quint, chapter president; 
Mrs. Matthews, Boss Night chairman; and Marguerite Fisher, secretary to 
Prof. Anderson. 


. Mother Mary Romano Dodd, S.C., sees Mrs. Mildred S. Steuber, Cincinnati 
Chapter (Ohio) president, present CPS certificate to Sister Agnes Celestia 
Schaumleffel. 
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trip to’ Greece and the Near East. 

At the January meeting, members of 
Kankakee Valley Chapter (Ill.) heard 
Susan Thias educational representative 
of IBM speak about the rise of the 
“female typewriter operator.” She out- 
lined requirements for today’s secretary 
with emphasis on aspects of good groom- 
ing. Twenty-six members are enrolled 
in the chapter sponsored University of 
Illinois course in Executive Secretarial 


Practice. 


SARA BELLE BROWN 
Huntingdon College 
Montgomery, Alabama 


SOUTHEASTERN DISTRICT 


Fort Lauderdale Chapter (Fla.) is 
quite proud that Marie Starr won the 
title of chapter Secretary of the Year. 
They are also proud that they initiated 
fifteen new members in December! 

Gadsden Chapter ( Ala.) reports a suc- 
cessful Christmas Dance which was held 
at the Municipal Auditorium. 

The highlight of the Christmas party 
given by the San Juan Chapter (P. R.) 
at the Casino de Puerto Rico on De- 
cember 28 was the initiation of six new 








members! 

Chattanooga Chapter’s (Tenn.) An- 
nual Executives Night Dinner was car- 
ried out in the Gay Nineties theme. 
Ladies were presented old fashioned shoe 
buttoners and men were given “bar 
handle” mustaches. Further entertain- 
ment included a real old fashioned bar- 
ber shop quartette, melodrama, Christ- 
mas tree decorated with popcorn balls 
and cranberries, and the reading of a 
Christmas story by Miss Julia Ruth 
Richardson, principal of one of the pub- 
lic schools. 

Birmingham Chapter ( Ala.) presented 
its semi-annual scholarship award of 
$50 to Marilyn Douglas, an Ensley High 
School senior. This was the first time 
this school had won the rotating trophy. 
Each contestant was given a charm in 
the shape of a scroll and inscribed on it 
are the NSA Motto and “NSA Award.” 
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Mrs. David Roberts, Ill, Birmingham's 
“Woman of the Year,” spoke on “The 
Influence of Women in Today’s World.” 

The Talent Committee of Hager 
Chapter (Hagerstown, Md.) uncovered 
several budding thespians when the play- 
let, “A Sensible Christmas,” was enacted. 
The highlight of the Christmas dinner 
was the presentation of a silver tray to 
their President, Mrs. Arlene R. Fahrney. 

Mrs. J. B. Brydges, president of Pio- 
neer Chapter (Charlotte, N. C.) reports 
the chapter sponsors an auxiliary group 
of girls who, upon completion of high 
school, receive a twelve month secre- 
tarial course at a local business college. 
The auxiliary was formed so that the 
members may take advantage of the edu- 
cational and social functions of the 
Pioneer Chapter. The scholarship fund 
was increased $400 by proceeds from a 
Bingo Party! 

One year old Meridian Chapter 
(Miss.) celebrated Executives Night 
with a banquet at the Lamar Hotel. Miss 
Helen Crook of the “Meridian Star” pre- 
sented a silver loving cup to Mr. J. P. 
Saunders as the Boss of the Year. 

Margaret Albritton, Tennessee Divi- 
sion secretary, proudly presented CPS 
certificates to Margaret Elmore, Oak 
Ridge Chapter (Tenn.) Secretary of the 
Year, and to Mildred Swank, a non- 
member. Mr. Robert Layman of the 
Bank of Oak Ridge spoke on “Money 
and People” and those present were en- 
tranced with the way he threw “real” 
money around! 

Interesting topics have been on the 
agenda for the Beckley Chapter (W. 
Va.) at recent meetings. They have 
heard “Little Known Facts about Christ- 
mas—Traditions, Customs, and Super- 
stitions,” “Customer Relations,” a report 
on the SE District Conference, and have 
seen a film entitled, “One Rotten Apple.” 

Civic-minded members of the Algon- 
quin Chapter (Cumberland, Md.) have 
a speaker from their local Civil Defense 
Force explain their work and needs. The 
members are working with the Red 
Cross on its Blood Bank records and as- 
sisting in typing for the March of Dimes 
campaign. 

As a part of the Atlanta Chapter 
(Ga.) educational training program, the 





IBM. Corporation presented an NSA- 
IBM Electric Typewriter Seminar with 
a discussion of “pet peeves” as one por- 
tion of the meeting. The fifth annual 
secretarial institute was held at the 
Georgia State College with 300 secre- 
taries attending. Some of the sections of 
the program were: the recognition of 
“Who's Here,” “What Is NSA”? “The 
Secretary's Spare Dollar,” “Learning a 
Better Living,” “Keys to Better Letters,” 
and the highlight of the session was the 
address, “Keys to Better Living, Better 
Learning, Better Letters,” by Mr. Robert 
Slaughter, McGraw-Hill Book Company. 

The Program Committee of Louisville 
Chapter (Ky.) presented Mr. and Mrs. 
Irving Hopkins to stimulate the mem- 
bers’ interest in recreation and hobbies. 
China painting techniques were demon- 
strated and many were encouraged to 
try their skill. 

Correction: Louisville Chapter and the 
University of Louisville, not the Uni- 
versity of Kentucky as reported in the 
January issue, are co-sponsoring the Sec- 
retarial Refresher Course. Sorry! 

Osceola Chapter (Fla.) sadly reports 
the death of Edythe Pirie after a lengthy 
illness. 

Congratulations to Stella Akin, Geor- 
gia’s firsts woman lawyer and Savannah 
Chapter (Ga.) first honorary member, 
who has been named Chatham County's 
first woman judge, effective as of Janu- 
ary 30, 1957! 

Gradual increases in the general level 
of prices, wages, and incomes in the 
next five to ten years were predicted by 
Dr. Charles B. Reeder, associate econo- 
mist for the DuPont Company, in his 
discussion, “The Business Outlook for 
1957,” with the Delaware Chapter ( Wil- 
mington, Del.). 

Ingenuity proved to be_ bountiful 
among the Executive Chapter (Wash- 
ington, D. C.) when their doll clothes 
for Children’s Hospital were displayed; 
when the needy family sponsored by the 
chapter was given clothes, food, and 
money during the holidays. The mem- 
bers have also sponsored and modeled 
a fashion hat show. 

Fairways Chapter (Ga.) have been 
busy during the holidays with a dinner- 
dance for friends and husbands; enter- 
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taining patients at the VA Hospital; 
making plans for a rummage sale and 
for the Georgia Division Meeting. 

The energetic Greenville Chapter 
(S. C.) has been informed about the 
growth and problems of the City of 
Greenville by the President of the Cham- 
ber of Commerce; a guest from the Pilot 
Club spoke to them on Civil Defense; a 
most successful membership tea was 
held February 17; there is continued in- 
terest in the study course; and a scholar- 
ship was given to Draughon’s Business 
College! 


DOROTHY STEPAN 
Lincoln, Nebraska 
531 South 18th St. 


Apt. 309 


NORTHWESTERN DISTRICT 


Despite inclement weather, approxi- 
mately 130 persons attended the Third 
Annual Institute for Secretaries which 
was co-sponsored by the University of 
Nebraska and Cornhusker Chapter (Lin- 
coln, Nebr.). Introductory remarks were 
made by Mrs. Lily Okura, NWVP, and 
Dean Earl S. Fullbrook of the University 
of Nebraska Business Administration 
College, followed by speeches by a phy- 
sician, clergyman, and an educator. New 
features included buzz sessions and a 
discussion by an employer and his secre- 
tary (your NW reporter) working as a 
team. Also participating in a panel dis- 
cussion was Division President Mildred 
Lux. The entire program was taped and 
will be transcribed and made available 
at a nominal charge. Capably planned by 
Mrs. Kathleen Evans and her Education 
Committee, and graciously conducted by 
Mrs. Martha Rebensdorf, chapter presi- 
dent, the institute was the highlight of 
the chapter’s annual activities. 

Spokane Chapter ( Wash.) has welded 
another link to the growing chain of 
NSA by the installation of Pas-Ric-Ken 
Chapter (Pasco, Wash.) on December 
8, 1956. Guest speaker was Mr. Con 
Adams of the Benton-Franklin Counties 
Credit Bureau. Assisting in the installa- 
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tion were Washington Division officers 
Mrs. Kay Griffith, president, and Mrs. 
Ann Lofstedt, secretary; Martha Rosa- 
mond, national president; Mrs. Peg Hel- 
ler, Spokane Chapter president; and Mrs. 
Betty Zachow, Spokane Chapter. 

Another new star in the NSA con- 
stellation is the Ee-Dah-How Chapter 
(Idaho Falls, Idaho) installed on Janu- 
ary 12 by the Teepee Chapter (Poca- 
tello, Idaho), with ten charter members. 

Kachina Chapter (Pueblo, Colo.) ini- 
tiated ten new members at the January 
dinner meeting. 

“Investments” was the subject of a 
talk by Mr. Mac Campbell at the January 
meeting of Ak-Sar-Ben Chapter (Omaha, 
Nebr.). Past presidents of the chapter 
honored at a farewell dinner immediate 
past president Gertrude Micheels, who 
has accepted a position with Haskins & 
Sells in Honolulu, Hawaii. 

An imaginative trip to Hawaii was 
enjoyed by members of Sioux Chapter 
(Sioux City, Iowa) as Paul Foote of 
Genelli Studios showed slides and gave 
an informative talk on his recent trip to 
Hawaii. He climaxed his presentation by 
dancing the hula-hula in native costume. 

Marie Hulderson, immediate past pres- 
ident of Hawkeye Chapter (Des Moines, 
Iowa) has been elected Assistant Cashier 
of the Central National Bank and Trust 
Company of Des Moines, the second 
largest bank in Iowa and the first large 
bank in Des Moines to elect a woman 
officer. Marie, a charter member of the 
chapter, is a CPS and attended the Vas- 
sar Institute in 1956. Theme of the chap- 
ter’s fifteenth annual Boss Night in Feb- 
ruary was “To Open More Doors.” Miss 
Cassandra Waterman, NSA administra- 
tive assistant, was guest speaker. 

The Arctic Club was transformed into 
a Winter Carnival as Sacajawea Chapter 
(Seattle, Wash.) members honored their 
employers at the Ninth Annual Execu- 
tives Night on February 19. President 
Ellen Brandt extended greetings to ap- 
proximately sixty executives and sum- 
marized briefly the chapter's activities. 
Mr. George Carlson served as toastmaster. 

Bosses’ wives were entertained at a 
dinner by the Sal-Ute Chapter (Salt Lake 
City, Utah) on February 14. The ladies 


learned from attorney James W. Beless 
pertinent facts about wills, property, and 
a woman's rights under Utah statutes. 

Of twelve CPS certificates awarded to 
Minneapolis secretaries in January, six 
were claimed by Gopher Chapter (Min- 
neapolis, Minn.) members. Thirteen 
new members were initiated in January. 

Lomond Chapter (Ogden, Utah) has 
devised a new method of awarding its 
$100 scholarship. Secretarial science in- 
structors from the four Weber County 
high schools will select from one to 
three girls possessing the necessary quali- 
fications as set forth by the chapter. 
These girls will compete in an examina- 
tion at Weber College. The one attain- 
ing the highest grade will be awarded 
the scholarship during NSW. 

Special guests of the St. Paul Chapter 
(Minn.) at the January meeting were 
Vivien Ryan, president of Minneapolis 
Chapter (Minn.) and Dolores Schultz, 
Division president. Mrs. Harold Pome- 
roy gave a talk entitled “Your Neighbor 
in Polio,” augmented by a film. 

Oregon Trail Chapter ( Portland, Ore. ) 
was instructed on “Presenting Yourself 
to the Public” by Mr. Tony Davis of the 
CPA Toastmasters Club. Georgia P. 
Weese, a new member, was presented 
her CPS certificate and pin. 

Tall Corn Chapter (Council Bluffs, 
Iowa) members will assist the local Red 
Cross in its forthcoming drive. At the 
January meeting Fern Thoreen presented 
the education program. Her topic was, 
“United States Presidents—Their Quali- 
fications, Responsibilities, and Powers.” 

Education feature of the January meet- 
ing of Minn-Arrow Chapter (Duluth, 
Minn.) was a colored slide presentation 
entitled “Selling Duluth” by Mr. Harold 
Grinden, publicity director of the Du- 
luth Chamber of Commerce. 

Mt. Rushmore Chapter (Rapid City, 
S. Dak.) has requested its congressman, 
E. Y. Berry, House of Representatives, 
to assist in obtaining a special postage 
stamp commemorating NSA. Mr. Berry 
has pledged his support, stating, “Ameri- 
can business is so dependent upon effi- 
cient secretaries that it is appropriate for 
special recognition to be given through 
a commemorative stamp.” 


29 








WELCOME, 


STAUNTON, VIRGINIA 
( Staunton Chapter ) 
President 
Mrs. Gloria Raymond 
715 Cherry Hill Road 
Staunton, Virginia 
Vice President 
Mrs. Irene C. Seaton 
240 North Jefferson Street 
Staunton, Virginia 
Comresponens Secretary 
thel G. Doyle 
1526 Fane achill Road 
Staunton, Virginia 
Recording Secretary 
Mrs. Elinor P. Hutchison 
714 Cherry Hill Road 
Staunton, Virginia 
Treasurer 
Betty Jane Prufer 
12 North Washington Street 
Staunton, Virginia 


NEW CHAPTERS 


PLYMOUTH, MASSACHUSETTS 

(Plymouth Chapter ) 
President 

Mrs. Jean S. Holmes 

Brook Street, Box 91 

Kingston, Massachusetts 
Vice President 

Mae E. Emond 

Brook Street 

Kingston, Massachusetts 
Corresponding Secretary 

Mrs. Betti K. Neri 

Cooper Street 

Plymouth, Massachusetts 
Recording Secretary 

Mrs. Helen G. Landry 

March Road 

Kingston, Massachusetts 
Treasurer 

Mrs. Miriam L. Van De Veere 

Washington Street 

P. O. Box 152 

South Duxbury, Massachusetts 


MONMOUTH, NEW JERSEY 
(Monmouth Chapter) 


President 


Mrs. Louise S. Copeland 


35 Wall Street 


West Long Branch, New Jersey 


Vice President 


Lydia P. Bernhardt 
13 President Avenue 
Lavallette, New Jersey 


Recording Secretary 


Mrs. Annina S. Moran 

1404 - 4th Avenue 

Spring Lake, New Jersey 
Corresponding Secretary 


Ruth E. Collins 


New Jersey Natural Gas Co. 
601 Bangs Avenue 
Asbury Park, New Jersey 


Treasurer 


Mrs. Mildred S. Gaul 
The Monmouth Co. Nat'l Bank 


53 Broad Street 


Red Bank, New Jersey 


CHANGES IN OFFICER 
DIRECTORY 


BROCKTON, MASSACHUSETTS 
(Brockton Chapter ) 
Vice President 
Miss Mary McNamara : 
——— Administration Hospital 
kton, Massachusetts 
FORT WORTH, TEXAS 
(Trinity Chapter ) 
President 
Mrs. Ida L. Graham 
(New Address ) 
P. O. = ae 
Dallas, T 
FRESNO, CALIFORNIA 
(Poppy Trail Chapter) 
Recording Secretary 
Mrs. Thelma Dotson 
3740 Iowa Street 
Fresno, California 
DECATUR, ALABAMA 
(Decatur Chapter ) 
President 
Mrs. Gladys Paulin 
(New Address ) 
P. O. Box 357 
re, Alabama 
NEW YO) 
DIVISION OFFICER 
Vice President 
Dorothy M. Stanton 
Box 244 
Oneida, New York 
CALIFORNIA DIVISION 
VICE PRESIDENT 
Miss Dorine George 
11944 San Vicente Blvd. 
Los Angeles 49, California 
CHICKASHA, OKLAHOMA 
(Rebel Chapter ) 
President 
Miss Hildred Todd 
1008 South 6th ae 
ioe Oklah 


TORRINGTON CONN ECTICUT 
Titalaeas Chapter ) 
President 


Mrs. Patricia S. McGee 

43 Prescott Street 

Torrington, Connecticut 
Secretary 

Miss JoAnn Mitele 

52 Hornfischer Terrace 

Torrington, Connecticut 
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TULSA, OKLAHOMA 

( Will Rogers Chapter ) 
Recording Secretary 

Mrs. Dolores Williams 

464 South Yorktown 

Tulsa, Oklahoma 
WASHINGTON, D. C. 
(Capital Chapter) 
Corresponding Secretary 

Mrs. Patricia R. Blevins 

920 Peabody Street = WwW. 

Washington 11, D. 
LAWTON, OKLAHOMA 

(Lawton Chapter) 
President 

Mrs. Martha Safrit 

1430 North ona Street 

Lawton, Oklahom 
FALL RIVER, MASSAC HUSETTS 

(Fall River Chapter ) 
President 

Mrs. Lorraine Lachance 

211 Osborn Street 

Fall River, Massachusetts 
OGDEN, UTAH 

(Lomond Chapter ) 
Treasurer 

Miss Bertha Williamson 

(New Address ) 

2266 West 1800 South, Rr. 1 

Ogden, Utah 
SCHENECTADY, NEW YORK 

( Schenectady Chapter ) 
Corresponding Secretary 

Mrs. Lois G. Parker 

1802 Hamberg Street 

Schenectady, New York 
Treasurer 

Mrs. Phyllis L. Simpelaar 

25 Cedar Lane 

Scotia, New York 
READING, PENNSYLVANIA 

( Pagoda Chapter) 
Vice President 

Miss Betty J. Fisher 

1254 Perkiomen Avenue 

Reading, Pennsylvania 
FLORIDA DIVISION OFFICER 
Secretary 

Sue Hancock 

1319 Nylic Avenue 

Tallahassee, Florida 





DATES TO REMEMBER 


Time: 
Place: 
Hostess: 


Annual Convention 
July 17-20 
St. Louis, Missouri 
St. Louis Chapter 


Southeastern District 


Time: 
Place: 
Hostess: 


Time: 
Place: 
Hostess: 


Time: 
Place: 
Hostess: 


Time: 
Place: 
Hostess: 


Time: 
Place: 


Time: 
Place: 
Hostess: 


Time: 
Place: 


Time: 
Place: 


Alabama Division 
May 24-26 
The Reich Hotel, Gadsden | 
Gadsden Chapter 
Carolinas Division 
May 17-19 
Washington Duke Hotel, Durham, N. C. 
Durham Chapter 
Delaware-Maryland-D.C. 
May 17-19 
Hotel Alexander, Hagerstown, Md. 
Hager Chapter (Hagerstown, Md.) 
Florida Division , 
May 24-26 
The Golden Gate Hotel, Miami Beach 
Miami Chapter 
Georgia Division 
May 24-26 
The Bon Air Hotel, Augusta 
Mississippi Division 
March 23-24 
Hotel Heidelberg, Jackson 
Malabouchia Chapter (Jackson, Miss. ) 
Tennessee Division 
March 15-17 
The Read House, Chattanooga 
Virginia Division 
May 24-26 
The Ingleside Inn, Staunton 


Northeastern District 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


New Jersey Division 
April 6 
Mayfair Farms, West Orange, N. J. 
New York State Division 
May 24-26 
Hotel Statler, Buffalo, N. Y. 
Pennsylvania Division 
June 7-9 
Hotel Sterling, Wilkes-Barre, Pa. 
New England 
June 7-9 
Hotel Statler, Hartford, Conn. 


Northwestern District 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Oregon Division 
March 16-17 
Salem, Oregon 

Colorado Division 
May 18-19 
Pueblo, Colorado 

Iowa Division 
May 25-26 
Cedar Rapids, Iowa 
Nebraska-South Dakota 

May 25-26 
Fremont, Nebraska 


Great Lakes District 


Time: 
Place: 
Hostess: 


Indiana Division 
April 5-7 
Hotel Gary. Gary, Indiana 
Duneland Chapter 
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Illinois Division 
Time: April 26-28 
Place: LeClaire Hotel, Moline, Ill. 
Hostess: Rock River Chapter 


Wisconsin Division 
Time: May 3-4 
Place: Hotel Racine, Racine, Wis. 
Hostess: Racine Chapter 
Michigan Division 
Time: May 17-19 
Place: Michigan Union, Univ. of Michigan Campus, 
Ann Arbor, Mich. 
Hostess: Huron Valley Chapter 
Ohio Division 
Time: May 24-26 
Place: St. Francis Hotel, Canton, Ohio 
Hostess: Codi Chapter, Canton, and Massillon Chapter, 
Massillon 





In Medicin e by Marguerite Clark 















« As a young boy, Leopold Auven- 
¥ brugger tapped the wine casks in 
his inn keeper-father's cellar to 
“‘sound”’ the level of the wine. 
“ Later, as a Viennese physician, he 
tried the same percussion princi- 
ple in examining the fluid in his 
patients’ chests. 















Today, Auvenbrugger's ‘‘finger-tap” 
technique is a routine part of every 
thorough physical examination. By 
quick and painless percussion of the 
chest, the doctor can determine the 
presence of a wide range of disor- 
ders, diagnose the trouble, and 
prescribe treatment. 


i 








In 1780, Landoncette, a French 
dentist, announced the perfection 
of artificial teeth suitable for 


chewing, as well as for improving 
lisping speech. 





_ THE SECRETARY—March 1957 


x IPAs 















LEADERSHIP AND FOLLOWERSHIP 
(continued from page 19) 

at random from observation. The most dangerous 
aspect of this manner of acquiring knowledge is 
that there is no way of being sure that the pro- 
cedure observed was correct unless one is already 
informed. Many organizations have operated for 
years in the wrong way just because some member 
“saw it done that way.” 

A good presiding officer is greatly handicapped 
with a poorly informed membership. The policy of 
the group is the responsibility of that group. The 
president has only that authority given him in the 
organization’s bylaws. His primary duty is to pre- 
side at the meetings and to preserve order. All 
members should fully realize their importance as 
individuals in this organization and they should 
participate to the best of their ability. Such a group 
is virile and has a bright future. In order for mem- 
bers to participate intelligently, they must know 
how to accomplish their purpose—what to do, 
when to do it, and what motions to make to ac- 
complish their purpose. 

A good member—a good follower—accepts the 
will of the majority and cooperates fully, even 
though she may share the opinion of the minority. 
Every member not only has the privilege of voicing 
her opinion in a meeting, but also has a responsi- 
bility. Members should always vote and never be 
afraid to vote “No” when that is their opinion. The 
time for discussion pro and con is during the meet- 
ing—not afterwards. 

Leadership and “followership” are prerequisites 
to success and happiness as we take our places in 
the groups of our choice. 





LET’S SELL CPS (continued from page 12) 
information when it is needed; has wide diversity 
of office skills and is able to keep whatever work 
she can off the boss’s desk, taking the risk of being 
too aggressive, rather than not aggressive enough. 
Today management in its overloaded state must 
throw more and more dependence upon its secre- 
taries. Every employee of an organization, up 
through the president of the company, has re- 
sponsibilities both upward and downward. You are 
not the perfect secretary if you are the only one 
who can handle your job. If your subordinates do 
not know your work and cannot fill your shoes, in- 
dispensability makes you ineligible for promotion; 
neither are you the person recognizing the poten- 
tialities of CPS. Automation and electronic ma- 
chines will never replace the efficient secretary— 
mechanical devices haven't all the requisites. Prob- 
ably all secretaries do not have all the requisites 
but don’t stop short of the goal. CPS is the answer. 


31 





‘on ‘ARTO sSesuey 
“PATE PoomutT *F B26 
uoqzecltD AsBy 


businessé lett2rs 


vo your 
eax broken Engiish: 
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A girl is judged by her letters 
(And so is her boss) 


After all, a business letter is a proxy you send to speak for 
your boss and your company. 

If it looks neat and efficient, then they do. 

But if it looks sloppy—with a sprinkling of faded, broken 
characters—it can make a very poor impression. 

That’s one good reason why you need to keep your typ- 
ing up to date with a new Royal! 

Why Royal? Because Royal makes a sparkling print-like 
impression on paper. And keeps on doing it after most other 
typewriters have given up. 

And that’s not all! A Royal makes your typing job so 
much easier. It’s just loaded with work-saving features. No 
wonder secretaries prefer them 2 to 1 over the next 3 makes. 

What’s more, you can always count on your Royal. It 
requires little servicing ...takes less time out for repairs. 

From now on, why not be sure your letters make a great 
impression. Drop a hint to your boss—what you need is a 
brand-new Royal. Tell him your local Royal Representative 
has the facts and figures to prove it. 


@ standard 


GYAL electric + portable 
World’s largest manufacturer of typewriters, Royal Typewriter Co., Division of Royal McBee Corp. Roytype ® business supplies 








